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Revi si on

Ef fective
Dat e

Description

Basel i ne

09/ 30/ 99

OW was basel i ned.

Revi si on

05/ 24/ 00

APPLI CABLE DOCUMENTS: MPG 1441.1 Control of

Qual ity Records was changed to 1440.2 MSFC Records
Management Program NPG 1441. 1C Records Retention
Schedul e for changed to NPG 1441.1. Quality
Records. Janie Moyers, the OPR for this docunent,
Bui | di ng 4200, Room 304. 1.2 Devel opnental program
was changed to Devel opnental Progranms. BP

enpl oyees changed to BP, and S&E enpl oyees. BP was
del eted. The tine required for S&E Professional
Interns to achieve full job effectiveness, and
decrease the six months length of tine required for
recent graduates with a bachelor’s degree was
changed to the tine required for S&E Professional
Interns to achieve full job effectiveness, may be
decreased to six nmonths length of tine in Phase |I.
3. Definitions. Into and the was deleted. Have
was changed to has and an was added. 4.1.1 in was
del eted. 4.1.2 For the Business Professional was
added. 4.1.2a. Human Resources Office was changed
to Enpl oyee and Organi zati onal Devel opnment
Departnment. 4.1.3. The Advisory Committee will
consi st of was deleted. 4.1.3. the nunbering was
changed. 4.1.3c PIP was added. 4.1.4 Director,
Human Resources Office was changed to Enpl oyee and
Organi zational Devel opnent Departnent’s PIP
coordinator. 4.1.5f. At the conclusion of the
final phase, an oral presentation is required was
added. 4.2 Science & Engineering Intern Program
was changed to Professional Intern Program for
Science & Engineering Professionals. 4.2.2.1 Human
Resources Office was changed to Enpl oyee and

Organi zati onal Devel opnent Departnent’'s PIP

Coordi nator. 4.2.2.1c Human Resources Office was
changed to Enpl oyee and Organi zati onal Devel opnent
Departnment’s PIP Coordinator. 4.2.3 The Prograns
and Service Branch was changed to Enpl oyee and
Organi zati onal Devel opnent Departnent. CM22 was
changed to CD20. 4.2.3E. At the conclusion of the
final phase, and oral presentation is required was
added. 4.2.4c A 25-hour course in Devel oping

Readi ng Conprehensive and Listening Skills was
deleted. 4.2.5 Oral Presentation was nmoved to
4.2.6. 4.2.6 was changed to 4.2.7.

Revi si on

09/ 13/ 00

4.2 was changed to Professional Intern Program for
Sci ence and Engi neering Professional are enpl oyees
who are entering devel opmental positions in NASA

Cl assification Codes 200 or 700, but are eligible
for the accelerated first phase if they are recent
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col | ege graduates with BS degrees hired in NASA
Classification Code 700. Also, recently graduated
with Masters degrees, hired at the GS-9 level in
NCC 700, may be pronoted to GS-11 after 6 nonths of
training (approved by NASA Assi stant Associ ate
Adm ni strator on January 22, 1988).
Revi si on C 10/ 22/ 02 Docunent revised to conply with new format change.
Revi si on D 12/ 17/ 02 Docunent revised to add the Federal Career Intern
Program to our Professional Intern Program
Revi si on E 5/ 27/ 03 Docunent revised to incorporate editing changes.
Revi si on F 9/ 16/ 03 Docunent revised to incorporate editing changes.
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1. PURPOSE

The purpose of this Organizational Wrk Instruction (ON) is
to docunment the process by which enpl oyees are selected to
participate in the Professional Intern Program and to define

t he requirenents of the program The program offers a
systemati c approach to the devel opnent of entry and
intermedi ate | evel enployees, thus providing a source of well -
trai ned enployees to fill journeyman | evel positions at the
Mar shal | Space Flight Center.

2. APPLICABILITY

The MSFC Professional Intern Programis a devel opnenta
program for recently appointed coll ege graduates in entry

| evel Science & Engineering (S&E) professional occupations,
Federal Career Interns (FC), and Busi ness Professionals (BP)
who have noved into entry or internedi ate | evel occupations.
(Ref: 5 USC Chapter-41)

3. APPL|I CABLE DOCUNMENTS
NPG 1441.1 NASA Records Retention Schedul e
3.1 Reference Docunents

3.1.1 Federal Register/Volume 65, Nunmber 134, Executive Order
13162, dated July 10, 2000, Federal Career Intern Program

3.1.2 MPG 1440. 2 MSFC Records Managenent Program

3.1.3 MPG 3410.1 Tr ai ni ng

3.1.4 NPG 3510.5 NASA Position Classification

4. DEFI NI TI ONS

4.1 Advisory Conmttee: The approving officials for the
intern"s work rotations and devel opnent plan consisting of a
chai rperson who is the organization directorate, the

organi zati on’s personnel managenent specialist, and the PIP
Coor di nat or/ Counsel or.
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4.2 Aerospace Technology (AST): The term designated for al
research, devel opnent and testing activities conducted by
NASA. Specifically aeronautical sciences and technol ogy,
research and devel opnent related to extraterrestrial and
aerospace flight, and studies of planets, deep space, and the
sun, etc.

4.3 Business Professional Intern (BP): A college graduate or
ot her enpl oyee who noved into an entry or internediate |eve
BP occupati on.

4.4 Federal Career Intern (FC): A college graduate recruited
and sel ected for professional, adm nistrative and technical
positions in a 2-year devel opnental program

4.5 Individual Devel opnent Plan (1 DP): Consist of on-the-job
wor k assignnents, rotational assignments, and training
requi renents.

4.6 Professional Intern Program (PIP): A devel opnenta
program for S&E Professionals and Busi ness Professionals.

4.7 Science & Engineering Professional Intern (S&E): A
col | ege graduate assigned an entry | evel S&E prof essi onal
occupati on.

5. I NSTRUCTI ONS

5.1 Professional Intern Program for Business Professionals is
for enpl oyees fromthe foll ow ng sources who are entering BP
devel opmental positions in NASA Classification Codes 600.

Graduati ng MSFC cooperative students.

Col | ege graduates or other enployees entering the
Federal Service through conpetitive procedures.

O her MSFC enpl oyees who have been sel ected
conpetitively through pronotion and internal placenent
procedur es.

5.1.1 Pronotion
5.1.1.1 Upon satisfactorily conpleting the intensive

devel opnent programwithin the 12-to-18-nmonth franmework of
each phase, BP interns will be pronpted within 90 days unl ess

CHECK THE MASTER LI ST-VERIFY THAT THI S | S THE CORRECT VERSI ON BEFORE USE




O gani zati onal |ssuance

CD20
Title: Professional intern CD20- OW - 015 Revision: F
Program (PI P)
Date: Septenber 16, 2003 Page 6 of 20

constrai ned by events beyond MSFC managenent’s control.
Subsequent pronotions will depend upon continued satisfactory
performance, pronotional opportunities, and priorities within
t he organi zation to which the BP intern is assigned. All
pronoti ons nust have the approval of the appropriate
Laboratory Director, Departnent Manager, or Program Manager

5.1.1.2 Failure to satisfactorily neet the requirenents of

the BP intern programw |l result in renmoval fromthe program
at the end of the 18-nmonth Iimt for any of the phases.
Special effort will be made to reassign the BP intern to a

position conpatible with performance; however, if a
reassi gnment cannot be nade, appropriate adm nistrative action
coul d be taken.

5.1.1.3 There are no provisions for reduction of tine in
grade for pronotion or for waiver of placenment qualifications.
Therefore, no training agreenent with the Ofice of Personnel
Managenment i s necessary.

5.1.2 Advisory Committee for the Business Professional wll:

5.1.2.1 Assist the imedi ate supervisor who will prepare an
i ndi vi dual devel opnent plan (IDP) to cover specific training
and assignnments for the BP intern for the required phase or
phases of the program MSFC Human Resour ces Devel opnment
Program Fornms 3593 and MSFC Human Resour ces Devel opnent
Program (Continuation Sheet) 3593-1 will be used for this
pur pose. The conpl eted plan should be submtted to the

Enpl oyee and Organi zati onal Devel opnent Departnment (CD20)
within 60 days after the BP intern's assignnment, with the
rotational assignnent if required following within 9 nonths
after entry into the program

5.1.2.2 Require the immedi ate supervisor to revise the BP
intern"s IDP when it is clearly in the interest of MSFC
because of manpower or m ssion changes, or changes in the BP
intern's goals, or other justifiable reasons. The revised |IDP
wi Il enconpass the tine remaining in the BP intern’ s period of
training.

5.1.2.3 Conduct periodic conferences with the BP intern.

Particular attention will be given to training or other neans
to strengthen the BP intern’s conpetence and recomendati ons
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will be documented by nmenorandum and placed in the BP intern’s

progress fol der maintained by the Enployee and Organi zati onal
Devel opnment’ s PI P Coordi nat or.

5.1.2.4 Assure that well-qualified individuals at or above
t he journeyman | evel are selected to conduct the on-the-
i nstructional phases.

5.1.2.5 Evaluate the BP intern’s overall performance through
the use of cumul ative records and evidence of achi evenent.

5.1.3 An Advisory Commttee consisting of the follow ng
representatives will be established for each BP intern: The
| aboratory/office director or deputy of the organization to
which the BP intern is assigned; the personnel managenent

speci alist who serves the organi zation to which the BP intern
is assigned; andthe Professional Intern Program (Pl P)
Coor di nat or .

5.1.3.1 The | aboratory/office director or deputy will serve
as commttee chairman with the other two representatives
acting as advisors.

5.1.4 A Performance Evaluation will be perforned follow ng
each 6-nonth training period. BP interns are expected to
mai ntai n satisfactory performance in all work and academ c
phases of the program Performance nust be judged fully
successful with respect to the m ni num standard required for
conpar abl e work at the grade |evel involved, and the rate of
acquisition of new know edge and skills.

5.1.4.1 At appropriate intervals, reports may be required in
the BP intern’s IDP regardi ng specific assignnents. At the
end of each 6 nonths, the commttee chairman will obtain an
eval uation report fromthe BP intern’s supervisor. MSFC Human
Resour ces Devel opnent Prograns Eval uati on Form 3622 will be
used for this purpose. The chairman will also obtain a
training report fromthe BP intern on his/her assignnments for
t hat period. MSFC Human Resources Devel opnent Prograns Report
of Training Form 3623 will be used for this purpose. Copies
of the BP intern’s 6-nonth report and the supervisor’s

eval uation report will be forwarded to the Enpl oyee and

Organi zational Devel opment Department’s PIP Coordi nat or.
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5.1.4.2 Upon satisfactory conpl etion of the program each BP
intern will give an oral presentation of approximtely one-
hal f hour duration. The presentation will highlight what the
BP intern has | earned and acconplished during the program It
will be presented to the BP intern’s directorate | evel head,
all intervening supervisors between BP intern and directorate
| evel , and ot her nenbers of the advisory committee.

5.1.4.3 Performance eval uations under this plan do not
relieve supervisors of the responsibility of rating BP interns
under NASA's “Enpl oyee Performance Communi cati on Systeni and
the separate ratings must be conpati bl e.

5.1.5 Program Phases

5.1.5.1 The programw |l be structured as shown in the
following chart and will depend on the BP intern’s entry | evel
and the grade potential of the target position. The

devel opnental period for part-time enployees will be prorated

on the basis of 2,087 hours for 12 nonths’ credit toward
conpl eti on of each phase.

Phase | Phase || Phase 111
Entry 12 to 12 to 12 to Tot al
Level 18 nonths 18 nont hs 18 nonths Months
GS-5 X X X 36- 54
GS-7 X X 24- 36
GS-9 X 12-18
Note: It is not neant to inply that all BP interns’
positions progress to the GS-11 level. |[If the potential of
the target position is less than GS-11, the individual’s
programwi || be tailored accordingly.
5.1.5.2 Phase | will include a 12- to 18-nmonth intensive

devel opnental period consisting of job orientation and
specialized (target position) assignnents. These assignnents

wi Il be supplenmented by formalized training courses, reading
assignnments, and witten reports as deened beneficial to the
BP intern’s developnent. |If the individual’s programis a one

or two phase program the specialized assignments and hi gher
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responsibilities noted below will occur in Phase | or Phase
1.
5.1.5.3 Phases Il and IIl may consist of job rotation
assignnments, and will include further specialized assignnents
i nvol ving increasingly higher |levels of duties and
responsibilities. Phases Il and IIl will also be supplenented

by sel ected training courses, reading assignnents, and witten
reports as deened beneficial to the BP intern’s devel opnent.

5.1.5.4 Each BP intern, whether in the program 12 nonths or
the full 54 nonths, will serve a rotational assignment in

anot her | aboratory or office, if possible and practical. This
cross training assignnment should give the BP intern a broader
view of the Center’s m ssions as well as broaden his/her

pr of essi onal capabilities. These assignnents may be as | ong
as 6 nonths or as short as a few days, depending on the nature
of the training desired during the period.

5.1.5.5 Each BP intern is required to successfully conplete a
series of courses in comunication skills consisting of a 30-
hour course in conducting and participating in neetings; a 25-
hour course in clear witing skills; and a 30 hour course in
briefing techniques. These courses will usually be offered on
a quarterly basis over a 12-week period. The BP interns nust
have been enmployed a m ni num of 3 nonths before being
schedul ed for these courses. The approxi mate dates of courses

will be annotated in the BP intern’s IDP. Supervisors wl|l
not schedul e TDY, |eave, or projects for the BP intern during
t hose weeks and will release hinfher fromduty for the
training. BP interns also will not schedul e | eave during
these periods and will make thensel ves avail able for the

t rai ning.

5.1.6 Waiver of Formal Training

Wai ver requests will be considered on a case-by-case basis by
t he Enpl oyee & Organi zati onal Devel opnment Depart nent.
Detailed witten justifications for waivers nust be submtted
t hrough channel s and be approved by the directorate | evel
head. Waivers will be granted only in extrenmely unusual

ci rcunst ances.

5.1.7 Oral Presentation
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At the conclusion of the final phase, an oral presentation is
required as stated in paragraph 5.1.4.2.

5.1.8 Fi nal Assi gnnent

At the conpletion of the program the BP intern’'s fina
assignment will be determ ned by the Directorate Head based
on:

5.1.8.1 The preference expressed by the BP intern,

5.1.8.2 The recomendati on of the supervisor(s) fromthe
target position or the area of expressed preference, and

5.1.8.3 The needs of the Directorate.

5.2 Professional Intern Program for Science and Engi neering
(S&E) Professional enployees who are entering devel opnent al
positions in NASA Classification Codes 200 or 700, but are
eligible for the accelerated first phase if they are recent
coll ege graduates with BS degrees hired in NASA Cl assification
Code 700. Also, recently graduates with Masters degrees,
hired at the GS-9 |level in NCC 700, may be pronoted in GS-11
after 6-nonths of training (approved by NASA Assi st ant

Associ ate Adm ni strator on January 22, 1988).

5.2.1 Pronotion

5.2.1.1 Upon satisfactory conpletion of the first 6 nonths of
t he planned devel opnent program the S&E intern will be
promoted to a GS-9 or GS-11, dependi ng upon the entry |evel.
The promotion will be within 90 days unl ess constrai ned by
events beyond MSFC managenent’s control. An additional phase
of 12 to 18 nonths will be required of those who enter at the
GS-7 level, in order to attain their GS-11. (Al pronotions
must have the approval of the appropriate Laboratory Director,
Depart nent Manager, or Program Manager.

5.2.1.2 Failure to satisfactorily neet the requirenents of

the S&E intern programwi |l result in renmoval fromthe program
at the end of the 18-nmonth limt for any of the phases. |If
this occurs, special effort will be made to reassign the S&E

intern to a position conpatible with performance; however, if
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a reassi gnment cannot be made, appropriate adm nistrative
action could be taken.

5.2.1.3 There are no provisions for reduction of tine in
grade for pronotion except for the Accel erated Training
Program for recent college graduates approved by NASA s
Assi stant Associate Adm nistrator for Personnel and Cener al
Managenment on January 22, 1988.

5.2.2 An Advisory commttee consisting of the follow ng
representatives will be established for each S&E i ntern:

5.2.2.1 The | aboratory/office director or deputy of the
organi zation to which the S&E intern is assigned.

5.2.2.2 The personnel managenent specialist who serves the
organi zation to which the S&E intern is assigned.

5.2.2.3 The S&E Professional Intern Program Coordi nator.

5.2.2.4 The | aboratory/office director or deputy will serve
as commttee chairman with the other two representatives
acting as advisors.

5.2.3 The commttee will:

5.2.3.1 Assist the imedi ate supervisor who will prepare an

i ndi vi dual devel opnent plan (IDP) to cover specific training
and assignnments for the S&E intern for the required phase or
phases of the program MSFC Human Resources Devel opnment
Prograns | ndividual Devel opment Plan Form 3593 and the Human
Resour ces Devel opnent Prograns |ndividual Devel opnent Pl an
(Continuation Sheet) 3593-1 will be used for this purpose.

The conpl eted plan should be submtted to the Enpl oyee and
Organi zational Devel opment Departnment’s PIP Coordinator within
60 days after the S&E intern’s assignnment.

5.2.3.2 Require the immedi ate supervisor to revise the S&E
intern"s IDP when it is clearly in the interest of MSFC
because of manpower or m ssion changes, or changes in the S&E
intern"s goals, or other justifiable reasons. The revised |IDP
wi ||l enconpass the tinme remaining in the S&E intern’s peri od
of training.
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5.2.3.3 Conduct periodic conferences with the S&E i ntern.
Particular attention will be given to training or other neans
to strengthen the S&E intern’s conpetence and recomrendati ons
wi |l be docunmented by menorandum and placed in the S&E
intern’s progress folder maintained by the Enpl oyee and
Organi zati onal Devel opnent Departnment’s PIP Coordi nator.

5.2.3.4 Assure that well-qualified individuals at or above
the journeyman | evel, are selected to conduct the on-the-job
i nstructional phases.

5.2.3.5 Eval uate the S&E intern’s overall performance
t hrough the use of cumul ative records and evi dence of
achi evenment .

5.2.4 Performance Evaluation: During the training period,
S&E interns are expected to nmamintain satisfactory perfornmance
in all work and academ ¢ phases of the program Perfornmance
must be judged fully successful with respect to the m ni num
standard required for conparable work at the grade | evel

i nvol ved, and the rate of acquisition of new know edge and
skills.

5.2.4.1 The S&E intern will be responsible for three progress
reports. The reports will be due at the end of the second
mont h, at the end of the fourth nonth, and prior to the
conpletion of the 6-nmonth program |[|If a second phase is
required, an additional three progress reports are due at 4,

8, and 12 nonths after pronotion to the GS-9 level. Each of
t hese reports will describe briefly the training sequence
conpleted or in progress during the period covered. It wll

al so include the S& intern’s comrents concerni ng what has
been | earned and what progress has been nmade. MSFC Human
Resour ces Devel opnent Progranms Report of Training Form 3623,
wi Il be used for this purpose.

5.2.4.2 The S&E intern will be evaluated on job and

devel opnental activity performance throughout the training
program Eval uation reports covering the S& intern’s
performance will be prepared by the i mredi ate supervi sor,
reviewed by the Advisory committee, and forwarded to the
Enpl oyee and Organi zati onal Devel opnent Departnent, CD20, at
the sanme tinme when the S&E intern submts his/her progress
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report. MSFC Form 3622, Professional Intern Evaluation, wl

be used for this purpose.

5.2.4.3 Upon satisfactory conpletion of the program each S&E
intern will give an oral presentation of approxi mately one-
hal f hour duration. The presentation will highlight what the
S&E intern has | earned and acconplished during the program

It will be presented to the S&E intern and the directorate

| evel , and ot her nenmbers of the advisory committee. The final
oral presentation is not to be given until all other program
requi rements have been conpl et ed.

5.2.4.4 Performance eval uati ons under this plan do not
relieve supervisors of the responsibility of rating S&E

i nterns under NASA s Enpl oyee Performance Communi cati on System
(EPCS) MSFC Form 4282 and the separate ratings nust be
conpati bl e.

5.2.4.5 The programw || be structured as shown in the
following chart and will depend on the S& intern’s entry
| evel . The devel opnental period for part-tinme enpl oyees will

be prorated on the basis of 2,087 hours for 12 nonths’ credit
toward conpl eti on of each phase.

Phase | Phase ||
Entry 6 to 12 to
Level 12 nont hs 18 nont hs Tot al
GS-7 X X 18 to 30 nonths
GS-9 X 6 to 12 nont hs
GS-11 X 12 to 18 nont hs

NOTE: 6 nmonths if Ph.D or AST entry |level only.

a. Phase |I: This will consist of 2-3 nonths of rotational job
assignnments to areas where the S&E intern can gain a

fam liarity with and a general know edge of duties and
responsibilities in areas related to his/her target position.
This will serve as a cross-training nethod in broadening his
or her professional capabilities and will serve as an
orientation to related job specialties.

b. The S& intern will also be assigned 3-4 nonths of
speci alized assignnents in the functional area whereby he/she
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will be able to gain an in-depth know edge of the duties and

responsibilities of the identified target position.

5.2.4.6 Phase |Il: During this phase the S&E intern wl
continue to gain an in-depth know edge of the duties and
responsibilities of his/her target position and have an
opportunity for additional rotational assignnments. At the
supervisor’s option, the S&E intern may be required to perform
rotational assignnents in the Safety and M ssion Assurance

O fice.

a. Each S&E intern is required to successfully conplete a
series of courses in comunication skills consisting of a 30
hour course in conducting and participating in neetings; a 25-
hour course in clear witing skills; and a 30-hour course in
briefing techniques. These courses will usually be offered on
a quarterly basis over a 12-week period. The S&E interns nust
have been enmployed a m ni num of three nonths before being
schedul ed for these courses. The approxi mate dates of courses

will be annotated in the S& intern’s IDP. Supervisors wll
not schedul e TDY, |eave, or projects for the S&E intern during
t hose weeks and will release hinfher fromduty for the
training. S&E interns also will not schedul e | eave during
these periods and will make thensel ves avail able for the

t rai ning.

5.2.5 Waiver of Formal Training

Wai ver requests will be considered on a case-by-case basis by
t he Enpl oyee & Organi zati onal Devel opnment Depart nent.
Detailed witten justifications for waivers nust be submtted
t hrough channel s and be approved by the directorate | evel
head.

5.2.6 Oral Presentation

At the conclusion of the final phase, an oral presentation is
required as stated in paragraph 5.2.4.

5.2.7 Final Assignnent
At the conpletion of the program the S&E intern’s final

assignment will be determ ned by the Directorate Head based on
the preference expressed by the intern; the recommendation of
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t he supervisors fromthe target position and the area of
expressed preference; and the needs of the Directorate.

5.3 Prof essional Intern Program for Federal Career Interns
(FC) Professional enpl oyees who are entering a 2-year

devel opmental position in NASA Classification Codes 200 or
700, but are eligible for the accelerated first phase if they
are recent coll ege graduates with BS degrees hired i n NASA

Cl assification Code 700. Also, recent graduates with Masters
degrees, hired at the GS-9 level in NCC 700, may be pronoted
in GS-11 after 6 nonths of training (approved by NASA
Assi st ant Associate Adm nistrator on January 22, 1988).

5.3.1 Pronotion

5.3.1.1 Upon satisfactory conpletion of the first 6 nonths of
t he pl anned devel opment program and assum ng a current
performance eval uati on of “Meets” and upon reconmmendati on of

t he supervisor, the FCintern may be eligible for an initial
pronmotion to the next higher grade |evel of a GS-9 or GS-11,
dependi ng upon the entry |evel. Subsequent pronotions will be
made at an interval of 52 weeks, with the sanme assunptions,
until the enployee finishes the formal training plan. (Al
pronoti ons nust have the approval of the appropriate
Laboratory Director, Departnment Manager, or Program Manager.)
Thi s provision does not confer entitlenent to pronotion.

5.3.1.2 Failure to satisfactorily neet the requirenents of

the FC intern programw Il result in renmoval fromthe program
at the end of the 18-nonth Iimt for any of the phases. The
appointnent of a FCintern will expire at the end of the 2-

year internship period, plus any extensions. NASA/ MSFC may,
with no break in service, convert the intern to a career or
career-condi tional appointnment. (Ref: 5 CFR 315.712) If an
enpl oyee i s not converted to a career or career-conditional
appoi ntnent, the career intern appointment term nates, unless
specifically eligible for placement. (Ref: 5 CFR 213.3203

(0)(6)(ii))
5.3.1.3 There are no provisions for reduction of tine in

grade for pronotion except for the Accelerated Training
Program for recent coll ege graduates approved by NASA' s
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Assi st ant Associ ate Admi nistrator for Personnel and Gener al
Managenment on January 22, 1988.

5.3.2 An Advisory commttee consisting of the follow ng
representatives will be established for each FC intern:

5.3.2.1 The | aboratory/office director or deputy of the
organi zation to which the FC intern is assigned.

5.3.2.2 The personnel nmanagenent specialist who serves the
organi zation to which the FC intern is assigned.

5.3.2.3 The FC Professional Intern Program Coordi nator

5.3.2.4 The | aboratory/office director or deputy will serve
as committee chairman with the other two representatives
acting as advisors.

5.3.3 The commttee will:

5.3.3.1 Assist the i medi ate supervisor who will prepare an

i ndi vi dual devel opnent plan (IDP) to cover specific training
and assignnents for the FC intern for the required phase or
phases of the program MSFC Human Resources Devel opnment
Prograns | ndividual Devel opnent Plan Form 3593 and the Human
Resources Devel opnent Prograns |ndividual Devel opnent Pl an
(Continuation Sheet) 3593-1 will be used for this purpose.

The conpl eted plan should be submtted to the Enpl oyee and
Organi zati onal Devel opment Department’s PIP Coordinator within
60 days after the FC intern's assignnent.

5.3.3.2 Require the immedi ate supervisor to revise the FC
intern"s IDP when it is clearly in the interest of MSFC
because of manpower or m ssion changes, or changes in the FC
intern"s goals, or other justifiable reasons. The revised |IDP
wi Il enconpass the tine remaining in the FC intern’ s period of
t rai ning.

5.3.3.3 Conduct periodic conferences with the FC intern.

Particular attention will be given to training or other neans
to strengthen the FC intern’s conpetence and recomendati ons
w || be docunmented by nmenorandum and placed in the FC intern’s

progress fol der maintained by the Enpl oyee and Organi zati onal
Devel opment Departnment’s PIP Coordi nat or.
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5.3.3.4 Assure recruitnment and sel ection of applicable
Federal Career Interns who are well-qualified individuals at
or above the journeyman |evel, are selected to conduct the on-
t he-job instructional phases at Marshall Space Flight Center.

5.3.3.5 Evaluate the FC intern’s overall performance through
the use of cunul ati ve records and evi dence of achi evenent.

5.3.4 Performance Evaluation: During the training period, FC
interns are expected to maintain satisfactory performance in
all work and acadeni ¢ phases of the program Perfornmance nust
be judged fully successful with respect to the m ni num
standard required for conparable work at the grade |evel

i nvol ved, and the rate of acquisition of new know edge and
skills.

5.3.4.1 The FCintern will be responsible for two progress
reports per year. The reports will be due at the end of each
6- nmonth period of the training program Each of these
reports will describe briefly the training sequence conpl eted
or in progress during the period covered. It wll also
include the FC intern’s coments concerni ng what has been

| earned and what progress has been made. MSFC Human Resources
Devel opment Progranms Report of Training Form 3623, will be
used for this purpose.

5.3.4.2 The FCintern will be evaluated on job and

devel opnental activity perfornmance throughout the training
program Eval uation reports covering the FC intern’s
performance will be prepared by the immedi ate supervisor
reviewed by the Advisory commttee, and forwarded to the

Enmpl oyee and Organi zati onal Devel opment Departnment, CD20, at
the sanme tinme when the FC intern submts his/her progress
report. MSFC Form 3622, Professional Intern Evaluation, wll
be used for this purpose.

5.3.4.3 Upon satisfactory conpletion of the program each FC
intern will give an oral presentation of approximately 1/2
hour duration. The presentation will highlight what the FC
intern has | earned and acconplished during the program It
will be presented to the FC intern’s supervision during the
training phases and the directorate |evel, and other nenbers
of the advisory commttee. The final oral presentation is not
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to be given until all other programrequirenments have been

conpl et ed.

5.3.4.4 Performance eval uati ons under this plan do not
relieve supervisors of the responsibility of rating FC interns
under NASA s Enpl oyee Performance Conmmuni cati on System ( EPCS)
MSFC Form 4282 and the separate ratings nmust be conpati bl e.

5.3.4.5 The programwi |l be structured as shown in the
following chart and will depend on the FC intern's entry
| evel . The devel opnental period for part-tinme enpl oyees w il

be prorated on the basis of 2,087 hours for 12 nonths’ credit
toward conpl etion of each phase.

Phase | Phase |1
Entry 6 to 12 to
Level 12 nont hs 18 nont hs Total each phase
GS-5 X X 6 to 18 nont hs
GS-7 X X 6 to 18 nonths
GS-9 X 6 to 18 nonths
GSs-11 X 6 to 12 nont hs

NOTE: 6 nmonths if Ph.D or AST entry level only. Mninumtine
in training program nust be at |east 24 nonths.

a. Phase |I: This will consist of 2-6 nonths of rotational job
assignnments to areas where the FC intern can gain a
famliarity with and a general know edge of duties and
responsibilities in areas related to his/her target position.
This will serve as a cross-training nethod in broadening his
or her professional capabilities and will serve as an
orientation to related job specialties.

b. The FCintern will also be assigned 3-4 nonths of
speci alized assignnents in the functional area whereby he/she
will be able to gain an in-depth know edge of the duties and

responsibilities of the identified target position.

5.3.4.7 Phase Il: During this phase the FC intern wll
continue to gain an in-depth know edge of the duties and
responsibilities of his/her target position and have an
opportunity for additional rotational assignnments. At the
supervisor’s option, the FCintern nay be required to perform
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rotational assignnents in the Safety and M ssion Assurance
O fice.

b. Each FC intern is required to successfully conplete a
series of courses in comunication skills consisting of a 30-
hour course in conducting and participating in neetings; a 25-
hour course in clear witing skills; and a 30-hour course in
briefing techniques. These courses will usually be offered on
a quarterly basis over a 12-week period. The FC intern nust
have been enmployed a m ni num of 3 nonths before being
schedul ed for these courses. The approxi mate dates of courses

will be annotated in the FC intern’s IDP. Supervisors wl|l
not schedul e TDY, |eave, or projects for the FC intern during
t hose weeks and will release hinfher fromduty for the
training. FCinterns also will not schedul e | eave during
these periods and will make thensel ves avail able for the

t rai ning.

5.3.5 Waiver of Formal Training

Wai ver requests will be considered on a case-by-case basis by
t he Enpl oyee and Organi zati onal Devel opnment Departnent’s PIP
Coordinator. Detailed witten justifications for waivers nust
be subm tted through channels and be approved by the
directorate | evel head.

5.3.6 Oral Presentation

At the conclusion of the final phase, an oral presentation is
required as stated in paragraph 5.3.4.

5.3.7 Final Assignnent

At the conpletion of the program the FC intern' s final
assignment will be determ ned by the Directorate Head based on
the preference expressed by the intern; the recomendation of
t he supervisors fromthe target position and the area of
expressed preference; and the needs of the Directorate.

6. NOTES

None.
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7. SAFETY PRECAUTI ONS AND WARNI NG NOTES
None.
8. APPENDI CES, DATA, REPORTS, AND FORMS

MSFC 3593 Human Resources Devel opnent Prograns | ndivi dual
Devel opnment Pl an (1 DP)

MSFC 3593-1 Human Resources Devel opment Prograns | ndivi dual
Devel opnment Pl an (Continuati on Sheet)

MSFC 3622 Human Resour ces Devel opnent Prograns Eval uati on

MSFC 3623 Human Resour ces Devel opnent Program Report of
Tr ai ni ng

MSFC 4282 Enpl oyee Performance Conmmuni cati on System ( EPCS)

9. RECORDS

Professional Intern Working Files are naintained in accordance
with the NPG 1441.1 NASA Records Retention Schedul e, AFS
Nurmber 3400 Trai ning Records — General. Destroy when 5 years
ol d, or when superseded or obsol ete, whichever is sooner.

10. TOOLS, EQUI PMENT, AND MATERI ALS

None.

11. PERSONNEL TRAI NI NG AND CERTI FI CATI ON

None.

12. FLOW DI AGRAM

None.
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